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ENGLISH 2760: INTRODUCTION TO PROFESSIONAL WRITING 
Instructor: Dr. Terri Fredrick 
Office: Coleman Hall 3070 
Telephone: 581-6289 
Email: tafredrick@eiu.edu 
Office hours: MWF 9-11 :30 and by appointment 
INSTRUCTIONAL OBJECTIVES 
English 2760 is an introduction to the theories and practices of communication (written, oral, and 
visual) and communicators in professional settings. We will focus our attention particularly on 
communication in community health (non-profit) and publishing professions. You will be asked to 
complete two types of projects: those that require you to research common communication issues in 
a field of your interest and those that require you to practice common professional communication 
skills. The specific objectives for this class are as follows: 
• Develop understanding of general and field-specific theories and practices of composing 
• Demonstrate your ability to adapt communication to specific audiences, purposes, and contexts 
• Increase your ability to revise and edit your own and others' writing 
• Learn and implement basic principles of effective document design 
• Increase facility using computer software to complete technical communication work 
• Develop effective collaborative strategies 
REQUIRED MATERIALS 
• Spilka, Rachel. Writing in the Workplace: New Research Perspectives 
• Cook, Claire Kehrwald. Line by Line: How to Edit your own Writing 
• Reliable on- or off-campus access to a computer and the Internet 
COURSE REQUIREMENTS 
Informative report: You will research the codes of ethics and a sample ethical situation from a 
chosen field. Based on this information, you will write a short report informing readers about these 
topics. Assignment goals: effective secondary research, adaptation to audience, basic writing skills, 
grasp of ethical issues 
Instructions and user testing: In groups, you will create instructions for using computer software 
available in our classroom Jab. You will plan and run two video-taped user tests of your instructions 
and then revise the instructions based on the feedback you receive. Assignment goals: instructional 
writing, collaboration, adaptation to audience, revision, user testing, document design 
Grant-writing: In groups, you will research potential funders and then put together a grant proposal 
adapted to the specific situation and funding source you have identified. You will also deliver your 
proposal as a formal oral presentation. Assignment goals: persuasive writing, funding research, 
collaboration, adaptation to audience and purpose, formal oral communication 
Research project: You will propose and carry out a small-scale research study on some aspect of 
communication in a professional setting of your choice. The study you design will include 
interview(s) with workplace professionals, on-site observation, secondary research, and a text 
analysis of one or more concrete pieces of workplace communication (a document, an email, a 
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videotape of a presentation). You will write a report based on your findings and give a poster 
presentation. Assignment goals: primary and secondary research, informative writing, grasp of 
professional communication issues, semi-formal oral communication, document design 
Note: The University and this course stress the importance of ethical approaches to conducting 
research. Because your research project will involve interviews and observations of people in 
workplace environments, we will discuss methods for protecting research participants. A link to the 
document "Protecting Human Subjects in Research," published by Eastern's Grants and Research 
office, is available on WebCT, and we will be discussing this document in detail. Prior to beginning 
your research study, you will be tested on your understanding of the information in this document. 
Reading responses: You will write _ responses to the articles we read in class. These responses 
may focus on (1) your reactions to the article, (2) connections to your own career, and (3) questions 
you have about the article you read. You will also be asked to discuss the articles in class. 
Assignment goals: reading comprehension, clear writing, informal oral communication 
Teamwork: Two projects will be completed in groups. In addition, you will participate in peer 
review and small group activities. For this reason, your teamwork grade will be determined in part by 
your classmates. You will also be asked to conduct self-assessments of your own strengths and areas 
for improvement. Assignment goals: collaboration, development of effective team-work strategies 
Editing/Revision: Several assignments for this course may be revised in order to receive a higher 
grade. The editing grade is set aside specifically for the copyediting activities we will complete as 
part of the class. Assignment goals: grasp of editing concepts, ability to edit writing in context 
ASSESSMENT 
Papers will be graded holistically on content, organization, expression, and correctness as adapted to 
the audience and context for which you are writing. Assignments marked with an asterisk may be 
revised for a higher grade (see assignment sheets for specific guidelines). 
Grant Writing 
Final grant proposal* 
Presentation 
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REVISION GUIDELINES 
Assignments marked with an asterisk may be revised as many times as you choose (note: some 
assignments may have specific guidelines or due dates for revisions). The grade on a revised 
assignment cancels out the previous grade. If you would like me to re-evaluate a revised assignment, 
you must follow these instructions: 
1. Read all of the comments carefully. Check with me about comments you do not understand. 
2. Start big. Don't bother with spelling until you've revised for organization and content. 
3. Complete a substantive revision before handing the document back to me. If you have 
changed only a few minor elements and/or deleted a few words, you have not made a 
complete enough revision to improve the paper, and I will not re-evaluate it. 
4. Turn the paper in to me along with all previously evaluated versions. At the time you 
resubmit the paper, schedule an out-of-class appointment to go over my comments. 
Repeat these steps as many times as you choose. And don't be afraid to try something new! It may 
be an excellent improvement to your paper! And if it's not, you have time to change it back! 
NOTE: Grade penalties (for late work, failure to turn in a draft, etc.) WILL carry over to any 
revisions. So be sure to meet all deadlines. 
ATTENDANCE: 
Your presence in class is expected; failure to attend class regularly will result in a reduction in 
your grade. To be more specific: 
• You have 150 minutes (3 class periods) of vacation/sick time to use as you choose. 
Beginning with the fourth absence, each absence will lower your final course grade by 3%. 
• Seven absences will result in a failing grade in the course. 
• One-time tardiness of more than 10 minutes or frequent tardiness of five minutes or more 
will result in a reduction of your available vacation/sick time. 
EXPECTED CONDUCT 
This class focuses on-communicating in professional settings. In a workplace setting, certain types of 
conduct would be expected and outlined in a code of conduct. We have one here, too. In addition to 
your vacation/sick time, pay attention to the following course policies: 
• Class correspondence (i.e., emails you send to someone in the class, including me) should be 
written professionally and according to the expectations of the business world. 
• You are expected to convert your documents as necessary to be able to work on them in class. 
I will give you advice and out-of-class assistance at your request, but I expect you to have a 
basic understanding of word processing and/or the willingness to spend time out of class 
learning features of software programs that will improve the appearance of your documents. 
• Keep multiple copies of all the work you produce for this class. Don't delete files once you've 
turned in the assignment. 
• Class time is for doing work related to the course. Checking or sending email, surfing the web, 
using instant messaging, etc. should be done on your own time. 
• All major assignments must be completed in order to pass the course. 
• Plagiarism of any kind will not be tolerated. According to English Department policy, "any 
teacher who discovers an act of plagiarism ... has the right and the responsibility to impose upon 
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the guilty student an appropriate penalty up to and including immediate assignments of a grade 
of F for the assigned essay and a grade of F for the course, and to report the incident to the 
Judicial Affairs Office." If you are in doubt of the appropriate way to identify your source, 
check with me before turning in the assignment. 
• Late assignments will be docked 5% each business day until they are turned in. Reading 
responses may not be turned in late for credit. 
If you find you cannot abide by the conduct code for some reason, deal with the problem as you 
would in the workplace-professionally, courteously, and in advance. 
INFORMATION FOR STUDENTS WITH DISABILITIES 
Most accommodations may be easily met in this class. If you have a documented disability and wish 
to receive academic accommodations, please contact the Office of Disability Services (581-6583) as 
soon as possible. 
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ENGLISH 2760: INTRODUCTION TO PROFESSIONAL WRITING 
DAILY SYLLABUS 
WW = Writing in the Workplace 
LbL = Line by Line 
Aug22 
Aug24 
Aug26 
Aug31 
Sep2 .· 
Sep 5 
Sep 7 
Sep 21 
Sep 23* 
Oct 3* 
Oct 5 
WebCT post (due 11:59 p.m.) Class: Introduction to class 
Individual: draft writing self-analysis 
WW 41-55; response Class: Discuss MacKinnon article; form groups 
WW 111-123; response 
Complete draft; LbL 1-'~5 
No school 
Ethics report (due 4 p.m.) 
WW 195-206; Wardle/Burnett 
(handout); response 
Class~ Discuss LbL 
lndividual: Draft; 
-
Group: Review/edit drafts 
Class: Discuss collaboration; assign instructions 
and testing project 
Speaker: Janice Hunt, University Publications 
Project planninimemo Group: Plan project; create team coil.tract 
Complete draft; WW (21-40) Class: review/edit drafts; discuss user testing 
LbL 18-33; WW 71-83; 
response 
Speaker: Amy Kaiser, Director Sarah Bush 
Lincoln Foundation 
Group: work on project 
Group: work on. project 
Group: work on project 
Class: discuss oral presentations; discuss modifiers 
Oct 7 No School 
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Oct 10 Complete draft 
· Oct 14* 
Oct 17 
Oct 19 
Oct 21 
Oct 31 
Nov2 
Nov4* 
LbEA6-53 
Grant (due 4 p.m.) 
WW 253-267; response 
WW article; response 
. Secondary ~ources!summaries 
\".:>,;.: . '·'< ,.,,~ , '''""·' 
Complete draft of proposal; 
LbL 69-74 
Peer review letter; LbL 75-88 
Proposal (due 4 p.m.) 
Nov 14 LbL 98-107 
Nov 16* CONFERENCES 
Nov18* CONFERENCES 
Nov 28 LbL 108-122 
Nov 30 Complete draft report; LbL 
122-131 
Dec 2 Peer review letter 
J,{eport (due,4 p.m.); LBL 
131-136 ' . 
FINALS TBA 
Class:. review/edit drafts . 
Class: discuss modifiers 
Grotlp~w~rk cin project' 
Group: wort<. pn project 
Grant Presentations 
Grant Presentations 
Class: discuss research methods and ethics 
Individual: generate research questions 
· Class: discuss articles 
Groups: Revise/edit proposal drafts 
Class: discuss LbL material 
Class: discuss subject-verb disagreement 
Individual: work on project 
IndividUal: work on project 
Class: discuss faulty references 
Individual: work on project 
Individual: work on project 
Class: discuss commas 
Group: review/edit reports 
Class: discuss commas 
Individual/group: work on reports 
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